Program Minimize, Restore/Maximize, and
Close Buttons: these buttons control the Word
program window only. Click on the close button
(X) to exit Microsoft Word. \

Title Bar: Displays the program name (Microsoft Word) and
the document name (Document1)

v

Lilj Word - TGH@School - Microsoft Word - O] x|
J File Edit “Wiew Insert Format Tools Table window Help ’5||
Menu Bar: Clicking on any word in the Menu bar (File, Edit, Document Close Button:

View, etc) opens a new menu with different commands to Click on the close button (X) to

choose from. close the current Document.

Standard Toolbar: Contains a group of buttons that
perform common tasks like saving and printing files.

v
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Scroll Bars and Arrows: Use these to see the portions of your
document that are outside the view of the document window.
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Formatting Toolbar: Contains a group of buttons that allow you
to make basic formatting changes to your document.

v

. oo —_— E— =i =
- - - = = = = —_ — = = - - -
JNDrmaI Times Mew Foman 12 B 7 U |= = E=EE = 1= (£ i= 47 i . |
2 - z R E 3 Z 2 £ Z E & 92 90F & > O =
=] — < = ) ) ) = bE ’C)E M = et >
S = s 5 =2 = Z 8~ £ < % @
P =} 3} E gF = a = =) o o
© =
Drawing Toolbar: Special toolbar that allows you to add shapes,
lines, arrows or WordArt to your document.
- o f = = =
JD[an[:IgG,|.ﬁ.gI:DShapes~rH HDC}E4‘|&~'£*£*_:—.Z.€,
32 3 2 33 -2 5 xR og S 9 9 5% 2
= 3 5 2 © = 2 = 7 : o
A & = ~ 3 & 2 g
3 <
Status Bar: Displays the current page number, the total number of pages in the document, and other details about
the positioning of the insertion point in your document.
Page 1 Sec 1 i1 a1 ln 1 ol 1 [REC [TRE| BT [ovR | Cd | J,|
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BOSTON DIGITAL BRIDGE FOUNDATION

CONNECTING PEQPLE WITH THEIR POTENTIAL

Follow these steps to save a document for the first time:

Menu bar.

/

2. Click on Save in the
File menu.

OR

on the Standard
toolbar.

W Microzoft Word - Document2

/uMgdit Wiews Insett Format Tools Table indow Help
1. Click on File in the (DD e —— B o B

o

i | =

‘No Qpen... Chrl+0 =T B

Save As...
Sawe as HTML. ..
Wersions, .,

Page Setup,..
) @, Print Prewview
- & mint... Chrl+P

Bfg”%

3

ez

4

ve this document]

Send To 3
Properties

1 Cliedgewater place
-
- 2 Ciircuik cit
L 2 C\circuit city H
: 3 word screen E
- 4 using word H
=|E | »

NNOOHJd|»-L-A-==284

Exit
” Dre T = e

[Page 1 Sec1 IR Ln 1 Cal 34
iaStaltl =) My Computer

PRI 12.34 PM

IIWMicmsoﬂ Word - Doc...

W Microzoft Word - Document2 BEl E

1 Cllck on the Save icon\@ File Edit Yew Insert Format Tools Table Window Help

=181 x]

D?E|§&ﬁ9|%ﬁ®|ﬂ'“'|%@|

Egma e @A 3
SEE|O-2 A

-l Atial
Save

Mormal - 14 v|B I QHEEE
R LS B A

[t]

| am ready to save this document!

wtoshapes - N N[O H 4| d-L-A-==2 8@

| Page 1 Sec 1 11 [at 1 n 1 Col 34
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The Save as dialog box appears:

Save As

Save in: |£ Deskkop

L1 HighPoint Kids
Ly documents

Iy Computer E;:I tables Save I
Mebwork Meighborhood @using my compuker
| Jackie's Folder @using wiord LEE'I
v Briefcase using wordz Options. . |
¥ creating Folders @wnrd SCrEEn
ﬁ D, Brain Sawve Version, ., |

File narme:

Save as tvpe:  |Word Document

Ll L

Step 1: Click on the black arrow at the
end of the Save in box to choose a
save location.

e Choose 31/2 Floppy A: to save to

Step 3: Click on Save to
execute the save.

ﬁ Deskkop
D

| v

My Computer

. P 31: F [
a floppy disk, ) ey (8:) _ concdl |
e Choose C: to save to the hard & o optiers... |
d . =2 Programs on 'Serverl' (E:) -
I1ve, or Metwork Meighborhood SEVE WS, o, |

e Choose a folder you’ve create
(such as Jackie’s Folder) to save
the document inside that folder.

(L] Jackie's Folder
Internet Locations (FTP)
=] AddiModify FTP Locations ¥

File name:

|d0c2 A

Save as type: IWord Dioy-urnent

Led Lo

Step 2: Click in the File name box to type in a file
name. Be sure to give your document a meaningful
name—one that says something about what the
document is. For example, the file name for my
resume is resume.
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BOSTON DIGITAL BRIDGE FOUNDATION

Opening Files in MS Word

>
CONNECTING PEOPLE WITH THEIR POTENTIAL
Opening an existing file in Word is similar to saving a file in Word.
W Microsoft Word - Document2 [_ 2] x|
/ﬁ@ Edit “iew Insert Format Tools Table Window Help == =]
. o - 0y O new... CtrltM |+ cu -
1. Click on File in _;r — =
o o
the Menu bar. Close —
T E save Chrl+5 !
. 3 Save fs...
2. Click on the / T savesstm.,
option Open. o | e
: Page Setup...
N @ Prink Prewview
- | & it Ctrl+P
- Create Adobe PDF... >
z Send Ta >
) Properties
L:n 1 editing kext.doc
- Z CiAMy Documentsistory starters, doc
- 3 using a search engine.doc
o 4 copying and pasting images to word,doc
Exit
é|E BEE
“D[awvh@j AgtoShapesv\\Do4|&v£vévfﬁﬁle|
[Page 1 Sec 1 it [[eezet nt3 cdt ([l e

iﬁﬁlall”J ﬂ e I‘.;ﬂ @ '§2 |J|WMicmsoﬂ Word - Doc.__.

Open
/ Look in: I[:I Class & j @lll B

| DEORM 12028m

copying and pasting images b
@ editing bexk,doc

T hamework 7.dac

@ harework Relpers.doc
@ scavanger hunt.doc

@ using a search engine. doc

3. The Open dialog word.doc
box appears.

Find files that match these search criteria:

= open

Cancel |
Advanced. .. |

=

File name:; || j Text or properky: I

j Find Mov |

Files of type: IW-:-rd Documents (*,doc) j Last modified: Ianv kirne

j Mew Search |

|5 File(s) Found.
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4. Click at the end of the
Look in: box to choose
the location where your
file is stored.

5. Click on the 31/2 Flopp
(A:) Drive if you wafit
to retrieve a file from a
floppy disk.

Click on the file that you
want to open.

Now, click on the Open
button to open the file.

Note: Follow the same
steps to open a file on the
Hard Drive.

= A common folder for
documents to be saved
in on the hard drive is
the My Documents
folder.

Open
Lock in: I[:l Class & / - | ‘alll o
F sFEop =
@ editing 24 My Computer
1 a MMy Digital Camera
) :Dme v 31 Floppy U 3
@ ame =
.\-'a 1 curriculum
using ] Class &

[F audio co oy

28 Mebwork Neighborhood
ﬁ My Documents
5 My Briefrase

Find files th

Open I

Cancel

-

i

Advanced. .,

=

File name: I

j Text or properky: I

j Eind Mow |

Files of type: IWord Dacurnents {*.doc)

j Last modified:

Iany tirne

j Mew Search |

|s file(s) Found.

Open

Look in: I@ 314 Floppy (A:)

o O ca] -1 a5 =

2 1E Jeal

| MName

¥

Qpen I

[ wendy

o i
@ bee.doc

Foular Mo, doc

@ citizen.doc
@ cif . doc

@ commaorwealth, doc
@ dorchhouse.doc

4

Find files that match these search criteria:

Cancel

Advanced. .

i

o

File narne: I

j Text or properby: I

j Find Mow |

Files of type: IWord Documents (*.doc)

j Last modified: Iany time

j Mew Search |

| 15 file(s Found.

Open
L [ — s N3] 5
Desktop -
" &L B - o
ar?:dex B My Computer _I | = I
@ indexl’ =] My Digital Camera Cancel |
| i =4 34 Floppy (a:)
@maolj = (C) Advanced. .. |
may gy,
N
%m (55 audio CD(D1)
E|:| Old E B8 Metwork Meighborhood
@ open = My Documents
] quebe| &y My Briefcase
@RB tra| &8 Internet Locations (FTP) -
i =l addiModify FTP Locations ~ | 3

Find Files that match these search criteria:

File narme: I

j Text or property: I

Files of bype: IWord Documents {*.doc)

j Last modified:

Iany kime

16 File{s) found.
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If you can't find a file that you saved, your best bet is to go to Search in the Start Menu:

1. Point to Search in the

Start Menu.

B search Results

E Microsoft Word . _j My Documents 2
o i
r Internet J/ My Pictures
Internet Explorer »
<4 My Music

] E-mail
Outlook Express
Microsoft PowerPoint

@ Feurio! CD-Manager

g‘l My Computer

g My Network Places

g’ Control Pane!
@) Help and Support

| FruityLooj

@ mkw Audio Compression Tool
Motepad

MakeCD 2.0

2

=) Run...

a Experience YAIO

Morpheus 1.9
America Onling 7.0

System Information

CHEe

All Programs D

@ Logoff @ | Turn OFf Computer

3l screenshots - Microso... B search Results

File Edit Wew Favorites Tools  Help #
1‘5) Back ,‘0) l'lﬁ p Search IL_ Folders '
Search Companion X Mame In Folder Size  Twpe D
* Tostark vour search, Follaw the instructions in the left pane.
What do you want to search A search window will appear asking you
for?
= what you want to search for. I would
Ducunents fuord like to find a Word Document so I will
processing, spreadsheet
T select:
Al files and Folders
Computers ar peaple
@) Information in Help and Documents (WOI‘d
cupport e rocessing, spreadsheet
You may also want ka... p g’ p ’
Q Search the Intermet etc°
Change preferences
@ Learn more abouk Search
Companion
< 2>
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B Search Resuls

File Edit “iew Favorites Tools  Help
=
L) Back \u) l} p Search H__' Folders v
Search Companion X Name In Folder Size  Type D

Ta start wour search, Follow the instructions in the left pane.

Search by any or all of the
criteria below.

Last time: it was modified:
(%) Don't remember
() Within the last week.
() Past month

() Within the past year
Al or part of the document
name:

Wou may also want ko, .

Use advanced ssarch
options

B Search Results

Another screen appears and asks me
for some hints. | want to find a story
that | wrote about peace, so | type
‘peace’ in the square and press
Search.

File Edit View Favorites Tools  Help

H’;‘ Folders v

Search Companion

Q- @ ¥ ‘ O search

PEACEKEEPER.
[y Docurments'Phillip

PEACEKEEPER.
[y Docurments'PhilliptPhillip

PEACEKEEPER1
LAy Documents'Phillip

PEACEKEEPER1
LAy Docurments'PhilliptPhillip

There were 7 files found.
Did you find what you
wanted?

Yes, but make Future
searches faster

Mo, refine this search and...

Change file name or
keywords

Include hidden and system
files

p Start & new search

a peace of utopia's heart part 1
LAy DocumentsiPhilliph Stories

Peacerkeeper?
LAy Documents'Phillip

Peacerkeeper?
[y Docurments'PhillipiPhillip
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BOSTON DIGITAL BRIDGE FOUNDATION

Editing Text in MS Word

CONNECTING PEOPLE WITH THEIR POTENTIAL

Tab Backspace Delete Home End Page Up Caps Lock
Light

Caps Lock Shift Enter Arrow Keys Page Down
e Up Arrow
e Down Arrow
o Left Arrow
e Right Arrow
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Key What It Does

Tab Moves the insertion point one half inch every time it is pressed.

Backspace Deletes text to the left of the insertion point.

Delete Deletes text to the right of the insertion point.

Home Moves insertion point to the beginning of the current line.

End Moves insertion point to the end of the current line.

Page Up Moves insertion point up one screen.

Caps Lock Light This light will be on when you are in Caps Lock mode.

Up Arrow Moves insertion point up one line. Hold down to move up several lines.

Down Arrow Moves insertion point down one line. Hold down to move down several lines.

Left Arrow Moves insertion point left one character. Hold down to move several spaces left.

Right Arrow Moves insertion point right one character. Hold down to move several spaces right.

Enter Moves insertion point down to a new line to start a new paragraph.

Shift Hold down the Shift keys while typing a letter to make Capital letters or to make the special characters
found above the numbers and letters on the keyboard.

Caps Lock Use Caps Lock to type several Capital (or Upper Case) letters in a row.

Page Down Moves insertion point down one screen.
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